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ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
NO FURTHER ACCUMULATION ANTICIPATED 

Report of Service Contact File 

H.E.W. requires that  the state furnish the Department of H.E.W. a r e p o r t  of recipients served 
by the  Division of Family and Children Service. Local case workers complete &mi 398 as they 
provide.,senrice for a recipient.  The forms are submitted t o  the s t a t e  off ice ,  where they are  
checked and run through the computer for  scannihg and gathering information. 
gathered and verified by computer and retajart?d on magnetic tape. 

The data i s  

- 1 .DIICRlPTIOI O? 8lRIl8 - Inc lude  ?or. lo. b ?or. Title. If .n). 

This . f i l e  series consist of one (1) 8% X 11 O.C.R. Form. 
a f t e r  being scanned. 

It i s  not f i l ed  but stored i n  boxes 
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PASE a -___ .. J 
~~ .......... .......................... ............. QUESTIONNAIRE t m  -~KS," YES NO . 

13. Is t h i s  the Record Copy o $ t h e  series? ;' [A [ I  

, [ I .  [XI 

[XI [ I  
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14.  Is there a duplication of t h i s  series i n  another off ice  o r  agency? , ; 
15. ~ Is the information contained i n  this series ever summai-ized o r  published? 

. -  
f . .  

16. Does the se r i e s  contain c l a s s i f i ed  information requiring security handling? 
~ . .  ~. . .  . .  -. . .~ ., 

17. Does the series document pol ic ies  and procedures of agency's operg;tign'or function? [ ]  ; ' [a 
. . .  ' 3 E  i : .. .~ 

~~ . . .  ~ 

.. . 

18. Codd the  function be p e c f o ~ e d  i f  the  f i les  were l o s t  o r  destroyed? 

19. Is the series ( o r  major portion of it) regularly microfilmed? If  yes,  why? 

20. Does the record series prb)vide data as input t o  an EDP f i le?  
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[3 ' '  1 21. Does the record se r i e s  contain documentation @reduced- 8s- EDP~printout? . , .. 

[ I  13 
23.- W i l l  t&erZ-%e-a~ need f o r  these-records 10, 1 5  years iProm"n'ow? -If yes,  what? - . 3 [ I  ~ "kl 
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22. Is the  series . .  affected by Federal o r  grant funds? 
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24. REQUIREMENTS. The following-?equires the f i l e s  t o ~ b e  kept. ~ . 1 . ~~~m Month 

a. [ ]STATE b. [ ISTATWE OF c. []AUDIT d. [ ]FEDERAL e. [TADMINISTRPITIVE f .  []HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

( C i t e  Law, Statute, or other reason for the retention requirement) 

Mr. B i l l  Rhodes 

25. AGENCY RECOMMENDATIONS. This agency recommends tha t  the  f i l e  se r i e s  be cut of f '  at the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -fC]oTHER Monthly ,then : 

A.k]Destroy . . . .  immediately a f t e r  cut of f .  ' 
. . . . . . . .  B. []Hold' i n  c&Fent.  files^ a rea  ::: . , month(s)/ ~ ~ ..:' rye-( s:), then: - '~:.- - -. ~ . 

. . ,~ -' 
. I  

.... 1 []Destroy. . .  
2 []Transfer t o  records center; hold year(s),  then: 

b [ ]Transfer h i s t o r i c a l  qaterial t o  Archives ; 
a []Destroy. 

destroy remainder. 
3 [ I ~ e s t r o y  after audit ( o r  yeer(s)  after audit). 

C. [ ]Hold i n  current f i l es  area indefini te ly .  
D. []Hold i n  current f i l e s  area year (s ) ,  then t ransfer  t o  Archives permanently. 

E. []Other 

(Indicate brief ly  rat ionah for recononendations above/or write additimaZ remarks) : 

i n  Paragraph 25  
- - - 
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